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Letters of Intent
Letters of Intent Introduction

A Letter of Intent provides NSF with a snapshot and concise summary of the goals of
a forthcoming proposal, in response to an NSF solicitation.

The term "program solicitation"” refers to formal NSF publications that encourage the
submission of proposals in specific program areas of interest to NSF. Program
solicitations normally apply for a limited period of time.

Program solicitations vary in their requirements for a Letter of Intent (see What Is
the Letter of Intent Form?)

You can create more than one Letter of Intent for a single program solicitation.
However, a warning message displays that a Letter of Intent has already been
submitted for that solicitation.

Roles

The PI can do the following:
« Create a Letter of Intent for any available solicitation
< Submit directly to the NSF Letters of Intent for certain types of solicitations
« Forward a Letter of Intent to the SPO for those types of solicitations that require
SPO approval

The Sponsored Project Office (SPO) can do the following:
* Create a Letter of Intent for certain types of solicitations
< View all Letters of Intent created by Pls in their organization, including those the
Pl directly submitted to NSF
Edit Letters of Intent forwarded by the PI
Submit a Letter of Intent
Return a Letter of Intent to a Pl

To work on Letters of Intent, see one of the following for instructions:
= Create a Letter of Intent Introduction
e Work on Saved and Submitted Letters of Intent
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Create a New Letter of Intent

Create a Letter of Intent Introduction

The process of creating a Letter of Intent involves has four steps:

1. Access the Letters of Intent screen on the Create New LOI from
Solicitation tab.
See Access the Letters of Intent Screen as a Pl or Access the Letters of Intent
Screen as an SPO for instructions.

2. Find the solicitation that you want to prepare a Letter of Intent in response to.
See Step 2 Find a Solicitation.

3. Access and complete the Letter of Intent form.
See What Is the Letter of Intent Form? and Complete the Letter of Intent Form

for instructions.

4. Process the Letter of Intent.
See one of the following for instructions:
e Save a New Letter of Intent
e Forward a New Letter of Intent to the SPO
e Submit a New Letter of Intent
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Step 1 Access the Letters of Intent Screen

Step 1 Access the Letters of Intent Screen

Access the Letters of Intent screen by role:
 AsaPlI
e As an SPO
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Access the Letters of Intent Screen as a Pl

1. On the FastLane Home Page screen, log in as a Pl to Proposals, Status, and
Awards (see P1/Co-Pl Login). The Principal Investigator (P1)/Co-Principal
Investigator (Co-Pl) Management screen displays (Figure 1).

Principal Investigator(Pl)/Co-Principal
Investigator(Co-Pl) Management

What Do You Want To Work On?

@ Proposal Functions )

- —_—

Q Awvard And Reporting Functions

@ Change Pl Information

Figure 1 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management screen. The Proposal Functions link is circled.

. Click Proposal Functions (Figure 1). The Principal Investigator (P1)/Co-

Principal Investigator (Co-Pl) Management Proposal Functions screen
displays (Figure 2).

Principal Investigator(Pl)/Co-Principal
Investigator(Co-Pl) Management

Proposal Functions

(" O Letters of Intent )

©Q Proposal Preparation
© Proposal Status

Q lisplay Heference Status

Q@ Hevise Submitted Propasal
Budget

Q Proposal File Update

Figure 2 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management Proposal Functions screen. The Letters of Intent link is circled.

3. Click Letters of Intent (Figure 2). The Letters of Intent screen displays on the

Create New LOI from Program Solicitation tab (Figure 3) with a listing of the
available solicitations. You have these options on this screen:
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View all program solicitations
Search for solicitations

View a program solicitation
Complete the_Letter of Intent Form

Letters of Tntent |ua »
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Radcayrcmi

Figure 3 Letters of Intent screen on the Create New LOI from Program
Solicitation tab.

See Step 2 Find a Solicitation.
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Access the Letters of Intent Screen as an SPO

1. On the FastLane Home Page screen, log in to Research Administration (see
SPO Login). The Research Administration screen displays (Figure 1).

Research Administration
Sales a Raraarch ddrmdnistratian fundion for National Scence Foundation |

&£ gtmmls;ﬂa-&_apam&nt

‘.5 " Letters of Intent

4 EI‘UTJHFE\:;HIH ments fFile Updates /Withdrawals
Aweard Letters
Forwarded /Submitted Revised Budgets
Maotifications & Requests

* Organizational Reports

Project Reports

Authorized Organizational Representative Functions

Figure 1 Research Administration screen. The Letters of Intent link is
circled.

2. Click Letters of Intent (Figure 1). The Letters of Intent screen displays on the
Edit/View LOI tab (Figure 2).
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Figure 2 Letters of Intent screen on the Edit/View LOI tab. The Create New
LOI from Program Solicitation tab is circled.

3. Click the Create New LOI from Program Solicitation tab (Figure 2). The
Letters of Intent screen displays on the Create New LOIl from Program
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Solicitation tab (Figure 3) with a listing of available solicitations. You have these
options:

= View all program solicitations

Search for solicitations

= View a program solicitation

Complete the_Letter of Intent Form

Letters of Intent | nain # (P iz atan] Hann| Sosoos Faundton
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Figure 3 Letters of Intent screen on the Create New LOI from Program
Solicitation tab.

See Step 2 Find a Solicitation.
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Step 2 Find a Solicitation
Step 2 Find a Solicitation

There are three ways to find a solicitation:
< View all solicitations
e Search for a solicitation
« View a solicitation
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View All Program Solicitations

1. Access the Letters of Intent screen on the Create New LOI from Program
Solicitation tab (Figure 1) (see Access the Letters of Intent Screen_as Pl or
Access the Letters of Intent Screen as an SPO).

Letters of Intent | Man Organization: NEF

gaty New LOL Trom eogram Sodiciftatian Edi wiarw LOT

4 Smarch for Program Salicitations by any of the Tollowing:

Frogram LOL Cus Date by range {remyiddfyp)

Stllnll:LEM' =3 —a:I Tl |E:l ——

Erogram
Sclicitatan | e R

Tithe: e,
WSF =
Crpanzabon: !

Froenr |

Figure 1 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. The View All button is circled.

2. Click the View All button (Figure 1). The Letters of Intent screen displays on
the Create New LOI from Program Solicitation tab, with all program
solicitations listed in the Available Program Solicitations section (Figure 2).
You have these options:

« View a program solicitation
e Complete the Letter of Intent form
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Pt (HBCT P Devonment
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ALEF [4-579 Infermal Scaace Education [TSE] FER LT Drsciarats sar Edscsbiar B Shman .ra iy
A pa S

Figure 2 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. All the available solicitations are listed.

See also:
e Search for Solicitations
e View a Program Solicitation
e Step 3 Complete the Letter of Intent
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Search for Solicitations

1. Access the Letters of Intent screen on the Create New LOI from Program
Solicitation tab (Figure 1) (see Access the Letters of Intent Screen_as Pl or
Access the Letters of Intent Screen as an SPO).

Letters of Intent | mail » Organizatias: Mahenel Soancs Frnsasn

o~ Gegpch ter Program Salicitstions by sny of the felleming:

Proprem Solicteton 10} | MSF 06-407 LOT Dus Diadw &y rarge (o rprl
Pragrem Eolkitaton Tie Fram Ed ™ =4 [Search | | viswan |

HEF Cogangatnn

Figure 1 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. The Search button is circled.

2. In the Search for Program Solicitations section (Figure 1), you can search for
solicitations by any one or a combination of the following:
e Program Solicitation ID
In the Program Solicitation ID box (Figure 1), type the Program Solicitation
ID.
< Program Solicitation Title
In the Program Solicitation Title box (Figure 1), type the Program
Solicitation title.
< NSF Organization
In the NSF Organization box (Figure 1), type the name of the NSF
organization. See http://www.nsf.gov/funding/research_edu_community.jsp
for a listing of NSF organizations.
« Letter of Intent Due Date Range
In the From box (Figure 1), type the start date for the date range.
In the To box (Figure 1), type the end date for the date range.
3. Click the Search button (Figure 1). The Letters of Intent screen displays on the
Create New LOI from Program Solicitation tab (Figure 2) with the results of
your search listed in the Available Program Solicitations section.
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Progrem Sokcfedione Muted sna ooy thare tard mend'sis & negoired or cotine (00, L0 Jo ned soady for Program Rofofebions oof inalyded i de Mt Jick oo the
Frogrem Fobodtetion (0 sk e M5F 000 ] do wiew ¢ Frogrem Tohoteton fopeer o sew drorrer sndow ). Sorf remds by aicking oo the oolumn dbe
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Figure 2 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. The search results are listed in the Available Program
Solicitations section.

See also:

e View All Program Solicitations
View a Program Solicitation
Step 3 Complete the Letter of Intent

11
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View a Program Solicitation

1. Access the Letters of Intent screen on the Create New LOI from Program
Solicitation tab (Figure 1) (see Access the Letters of Intent Screen_as Pl or
Access the Letters of Intent Screen as an SPO).
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reate Mew LOL Trmm Program Salicibstion iﬂl-'.‘-;-ﬁl.ﬂl.
' Smarch for Program Selcitations by any of the follosing:

Program 5o byt LOT Dm Daka by rJ-'.q_l I.mmtﬂu?.‘-rr_rl
Program Sobcitaton Tits A _""ﬂ 52 .ﬂ smarrh Wimm All

RSF Orgenation:

i Sotatetions Aried are o thons Shat maarcets w requined o qotionet LET. L do not apaly for Frogrem Sokcetions mof inchided i ths ket Chok on tha
Frigram Soditaion T0Snd 18,5, WEF GH-INEL 0 s B Frogesm §okciombon (ODEGE & new Bromser mindow ], ST el by akoking an B cokimn ti

& Fregram Soliistiens faund, doplasieg § o 4 1

(e St iy LA B Wby AT Drmrranm LD Actmm
Banmarch in Disabifbas Educason [ADE] 1077088 Direcicrabs for Educsben & Haman e
- Beauwmes
IEE g Ergneantg Beandrch Canber (BRC] Paithersbiss n Translerming (U0 Divsion of Ehgineaning Edecsion and  Creas
Razesrch, Tdweshion and Tachaningy Canbars
HAF parir Imtaragerey Spaoriaties s Ma-Soaks Moeteg in Baomedos,  DUZETIEE  [ivison of Botngmeenig B aresns
Biciogical, and Bahaviorsl Syrtwms Envimemantal Spaterns

Figure 1 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. The Program Solicitation ID is circled for a solicitation.

2. In the Available Program Solicitation section, click the Program Solicitation ID
(Figure 1) on the row of the Program Solicitation you want to view. The link for
the solicitation displays in a new window (Figure 2).
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Figure 2 Program Solicitation link (circled) in a new window
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3. In the new window, click the title of the solicitation (Figure 2). The solicitation
displays in PDF format (Figure 3). You can also click on the link for the HTML or

Letters of Intent

the text version to view the solicitation in either of those formats.
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5
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Figure 3 Text of the solicitation in the new window.

Note: If you need Adobe Reader to read the PDF file, click Adobe Acrobat Reader

at the bottom of the Letters of Intent screen.

See also:

e View All Program Solicitations
e Search for Solicitations
e Step 3 Complete the Letter of Intent

13
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Step 3 Complete Letter of Intent Form
Step 3 Complete the Letter of Intent Form

See What is the Letter of Intent Form? for an overview of the required information
for the form.

1. Access the Letters of Intent screen on the Create New LOI from Program
Solicitation tab (Figure 1) (see Access the Letters of Intent Screen_as Pl or
Access the Letters of Intent Screen as an SPO).
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B By Tad iy ik e, drptanie 189 i
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fir hlm iﬂ-l\.-l-:nrhl:.F £ Hystenre

Figure 1 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. The Create link is circled.

2. Determine which solicitation you want to create a Letter of Intent for (see Search
for Solicitations, View All Program Solicitations, and View a Program Solicitation).

3. In the Available Program Solicitations section of the Letters of Intent screen
on the Create New LOI from Program Solicitations tab (Figure 1), click
Create on the row for the solicitation that you want to create a Letter of Intent
for. The Create New LOI screen displays (Figure 2).

14
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Figure 2 Create LOI screen.

of Intent

In the Project Information section, in the Project Title box (Figure 2), type

the Project Title of the Letter of Intent.

In the Synopsis box (Figure 2), type or copy and paste a synopsis of the

proposed project.

From the Organizational Attribute drop-down list (Figure 2), choose the

organizational attribute (optional).
Type messages to any or all of the following (Figure 2):

= NSF division, NIH Institute, NASA, or DOE for the primary assignment

(optional)

« NSF division, NIH Institute, NASA, or DOE for the second assignment

(optional)

e The Program Officer who has expressed interest in the project (optional)
In the Point of Contact for NSF Inquiries section (Figure 2), click the radio

button for either of the following:

= Use this user as point of contact (individual’s information is displayed already)

- Use (alternate) name as point of contact
If you use the alternate point of contact:
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10.

11.

12.

13.

16

In the First Name box (Figure 2), type the alternate’s first name.

In the Middle Initial box (Figure 2), type the alternate’s middle initial
(optional).

In the Last Name box (Figure 2), type the alternate’s last name.

In the Telephone Number box (Figure 2), type the alternate’s telephone
number.

In the Email Address box (Figure 2), type the alternate’s email address.

In the Project PI1 section (Figure 2), type the following:

In the First Name box, type the PI’s first name.

In the Middle Initial box, type the PI's middle initial (optional).
In the Last Name box, type the PI’'s last name.

In the Organization box, type the name of your organization.

In the Other Senior Project Personnel section (Figure 2), if you need to

change information on Senior Personnel or add or delete Senior Personnel, click

the Add/Edit Personnel button. See Add/Edit Personnel for instructions.
In the Participating Organizations section (Figure 2), if you need to add or
delete participating organizations, click the Add/Edit Organizations button.
See Add/Edit Organizations for instructions.

After you have completed the Letter of Intent, you have these options:

e Save the Letter of Intent

e Forward the Letter of Intent to the SPO (PI only)

- Submit the Letter of Intent (SPO for all Letters of Intent and Pl for some types

of Letters of Intent)



Letters of Intent

What Is the Letter of Intent Form?

Solicitations vary in their requirements for a Letter of Intent. FastLane displays only
those information fields that are required for the solicitation you are creating the
Letter of Intent for.
All Letters of Intent request this information:

- Title of the project

= Synopsis of the project

e Confirmation of the point of contact for NSF inquiries

< The name and relevant information of the project PI

The Letters of Intent form for some Solicitations may also display fields for any or all
of the following:
< Comments other than the Synopsis (always optional)
= Answers to one to three questions that the Program Officer presents for that
solicitation
e Selection of an organizational attribute for your organization
= Selection of Primary Division, Secondary Division, and Tertiary Division for cross-
directorate/multi-disciplinary Letters of Intent
« Sending messages to the Program Officer
« Sending messages to relevant NSF divisions or other agencies for the primary
and second assignment

The Letter of Intent form may also provide the opportunity to do the following:
* Add or edit the information for Senior Persons
= Add or edit the information for organizations

See Complete the Letter of Intent Form for instructions on how to work on the Letter
of Intent form.
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Add/Edit Personnel

1. Access the Create New LOI screen (Figure 1) (see Complete the Letter of Intent
Form).

Asquived Ralss are praceded OF an sstenss [7)

Program Salicitation Information:

LOT Mass Dakn:
Frasgram Salicitstion 10
Progesm Solicitation Title:
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5 | Tepe he Synoosis feps
[rmax 7,500 chaes)

Oz ational Airibiste

Wrile an W3+ divisscn, WIH
instifute, KASA of DOE for
Ehe primacy sssignmani:
(il 255 chars)

Wrile an H¥F divisson, HIH
Institiite, WASA oF DOE Fof
the sscnndary sssignment:
fmax 255 chars)

‘Write the program oHizer
mho has expressed inbercst
in the progec:

[mime 258 chars)

T T T e —— |

Tves here,

Type harm.

Tpw hama.

Paoint of Contact for MAF Dnguiries:

U2 pige this asey B5 podat oF Qontsct 0 idse phis {alfermate) mame 5o point of comiact

Firsd Mame:

A " Fars® W

Hiddlm Initial: Fladle Initial

Last mame:  alghamas = Lank R
Telepiwave Maebert 7031201000

Tensil Addreaa:

Oupsrimant:

aaiphamengrad sav

Crvinin of Informatcn Sysam

* Telaphoss Humstar:
* Enmail Addireis:

® e partmeni:
Project i1
= First Mame:  Alsn * Organicabion Reme: | KSF
Hiddle Initial: 2
© La# Mame: | Alghaman

Ot Sanior Prajact Parsansnal:

Mo Femomad found

TS ) P

Participaling Organizations:

Pc Organications: founs
Ceyarmabrs Hens

#dd § £dit Organerations |

(80 ol O reguired far s LO0, M of 5)

Figure 1 Create LOI screen. The Add/Edit Personnel button is circled.
In the Other Senior Project Personnel section (Figure 1), click the Add/Edit

Personnel button. The Create LOI—Add/Edit Other Senior Project
Personnel screen displays (Figure 2).
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3. In the Other Senior Project Personnel section (Figure 2), complete the

following:

* In the First Name box, type the Senior Person’s first name.

< In the Middle Initial box, type the Senior Person’s middle initial (optional).

- In the Last Name box, type the Senior Person’s last name.

« In the Organization Name box, type the Senior Person’s organization.

< In the Department box, type the Senior Person’s department.

< In the City box, type the city of the Senior Person’s organization.

< In the State box, select the state of the organization from the drop-down list
(required for United States only).

« In the Country box, select the country of the organization from the drop-down

list.

Lol I

Program Salicilation ID;  RSF G

Program Salicitation Title:

[nteragency Opportuniies

Other Senior Project Personnel;

& Eastlans Pergonnal Search (Adds Fasilane Usecs av S5 Bacsonn
* Farsl Names

Hiddle Initial
® Lasi Naime:

* firganisation Name:
® epartment:
* Ciby=

Stz
Siaite & reguired for U5
* Cownfrys

Existing Parsonnel:

If yew have agded naw parsonme’ above

o LISE” A Evamima.

Aok

A
mckrman

NSF

210

Mciman

[irginia

rated Statems

[T

Thho.ol Coragubeed Tor this LOF, Max of 5

Sarsonnal Rame

# Multi-Scale Modeling in Siomedical, Siological, and Bshavioral Sycbems

A Rpturn ts LOL Farm

ook “Add fo Lisf” before editing or delefmg snsting personne’ balow, Dats entareg sbove &

Artinn

MNona Entered Yat

Figure 2 Create LOI—Add/Edit Other Senior Project Personnel screen. The
Add to List button is circled.

4. Click the Add to List button (Figure 2). The Create the LOI—Add/Edit Other
Senior Project Personnel screen displays (Figure 3) again with the name of the
added individual listed in the Existing Personnel section. You have two new

options:

e Edit the Senior Person’s information

e Delete a Senior Person
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Create LOT - AddfEdl Other Senbor Projec! Persodine]

Aequired Flakds are pracedad iy an asterisk (7

Frogram Solicitation Infermaltion:

LOT I0: 00150781
Program Salicitaton [0:  ®5F 04-507
Program Solicitation Tbe:  [mMersgancy Oppartuniing in Mulli-Soale Medelng in Biomadical, Bislagicsl, ard Bahaversl Systamrs

;)I‘her Senl.-:-: -Prole-.'t 9er5;nner: o
F'_Lmj.m_gmuj_smh {Adds Fasfiams Lisars s Er. Parconnal)

* First Mame:

Middbe Initial

* Last Mama:

* Drganization Mame:
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Stale: | Pesse select from kst below: EI
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* Comntry! | Urited States 0

Add ba List ] A Ealyen i i
{atm of O required for ths LOV, Mex of 3)

Existing Porsonnel:
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to List” iy pra
I Ferson found
Persnnnal g Actinn
Jackman, kack \ Edit f Dieae

Figure 3 Create LOI—Add/Edit Other Senior Project Personnel screen.

Edit link is circled.

Edit the Senior Person’s Information

1. On the Create LOI—Add/Edit Other Senior Project Personnel screen
(Figure 3), click Edit. The Create LOl—Add/Edit Other Senior Project
Personnel screen displays (Figure 4) with the Senior Person’s information.

Create L0 - addf Edil Other Senbor Profec] Personne
Angquired Feigy sre preceded by en antersl (=)

Program Sehcitation Informalion:
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* Firsl Wame: |

hack
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* Organization Hame:  yoc
* Department: o
TEYT iy nebeg]

% PYR py— w
(Siate i raguired For L) ¥ J —
* Coumtryi | united States ]
P ——

[ Savechanges ) comest |
. fMia of O requivad far s LO]. Max of 5]

Existing Persomnel:z

IF you Adve sdded new peveonnal Bhove, chok “Add e Lisf™ before edifing or defefimg exsing persoanel beiow. Dot salersd aBove |
o Lot i syl
% Parsai fand

e sinsningd Marin B tas

Imchorsn, Jack Eit | Dalste
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Figure 4 Create LOI—Add/Edit Other Senior Project Personnel screen. The
Save Changes button is circled.

2. Edit the information as you require (see Step 3, Add/Edit Personnel).
3. Click the Save Changes button (Figure 4). The Create LOI—Add/Edit Other
Senior Project Personnel screen displays again.

Delete the Senior Person

On the Create LOI—Add/Edit Other Senior Project Personnel screen (Figure 5),
click Delete in the row for the Senior Person whose name you want to delete. The
Create LOI—Add/Edit Other Senior Project Personnel screen displays

(Figure 6) with the Senior Person’s name no longer listed in the Existing Personnel
section.

Requirad Fefds sre praceded by an ssrevisk )
Program Solicitation I||F|:;;'I'||.1|Iulll )
LOI I LOOD150761
Program Solicitation IDn  NSF 04-807
Frogram Solicitationm Title: Interagency Oppariunities in Muib-Scale Hodalng m Biamedical, Biokegcel, and Behawcral Systema
Dther Senior Project Personne;
p.rrrJ.1:&-:..-."::7\'.'.'.'.'.'.-:!.‘:::".'.!' 14ccs Fastiane Uirars az 5r. Pevsonns)
® Firsl Mame:
Middle Imitial:

* Orgamization Marme:

* D partmeni:
= Cityr
: Simte: Flease sebect from |t befiow (w]
Halte (w reguved for US)
= Comndryr Linked Swing =

= "."I_._";'_“ — # Ratyen o L0 Form
Chin o O raguicid Far b LOJ, Sas off 5]

Existing Personnel:
I¥ ou have adted new Devsonnel abowe, ook "Add bo List before edifing or deleting sesing pereonns! belom, Dars antered Abowe «
b Lial"™ b prainad,
1 Persan found
Perannnel Maimns A r_..n-n_ 2

Inchrmam, jack foktl] Cmimie )

Figure 5 Create LOI—Add/Edit Other Senior Project Personnel screen. The
Delete link is circled.
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Create LOT - Addf Edit Other Senior Project Personnel

Requined Fields are preceded by sn astertet (7]

Progeram Solicitation Bnformation;

LOI ID:  LI0150761
Progiram Solicitation I0:  KWSF 03-507
Program Selicitation Titla: [sersgency Dpportusbies ir Mulli-Seale Modeling in Biomadical, Bislogical, and Behavioral Sysberrs

OEhair Senier Project Perssmme
PEIILIMII!.E‘IFHDHILHMHI (Adds FRSILanE LiseE aF 5. Parsanas]
= First Mamee;
Middln Initisl:
* Lasl Maivee:

* Drganization Mame;
* Bepartment:
= Ciby:

Stater o lesct From st bebow: |
{irate i raguved o G5 e : 1] X
* Cownlryi | ynited S2atas 2l
A to Lt 4 Bmfan b LOK Form
8t o 7 reguied for this LOI, Max of 5]

Existing Fersomnme:

IF pou Rave agdad new personnel abive, oick “Add fo List” before editing or delebing axisting personns’ bedow, Jaly enfered adove
lo Ls” i preseed

Fasgonas Mamis Artion

Mone Enlberad el

Figure 6 Create LOI—Add/Edit Other Senior Project Personnel screen with
the Senior Person’s name no longer listed in the Existing Personnel section.

See Step 3 Complete the Letter of Intent Form.
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Add/Edit Organizations

1. Access the Create New LOI screen (Figure 1) (see Complete the Letter of Intent
Form).
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Figure 1 Create New LOI screen. The Add/Edit Organizations button is
circled.

In the Participating Organizations section (Figure 1), click the Add/Edit

Organizations button. The Create LOI—Add/Edit Participating
Organizations screen displays (Figure 2).
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Aegulred Reids are mreceded by an ashenisl
Program Soficitation Information
Ll di:

Program Solsciation ID: NS
Pragram Sobicitation Titles 1

urshas = Mulb-5Scals Modelng n Bmmedce, fiaogical, and Ssehancral Sysberm
Participating Organization:

e =

A= Cantimne Grosnicstion Sesrch

S e

Existing Organizations:

AF you Sibed add'ad’ new erpdniaion abcas, dick "Add fo List™ balors deleimg eaaing organiahss balow. Dals difaeid’ adowe wilf
L™ iy preseed,

Dgamzation Mems Actian

Hone Entered Yet

Figure 2 Create LOI—Add/Edit Participating Organizations screen. The
FastLane Organization Search link is circled.

3. Click FastLane Organization Search (Figure 2) to find the name of the

participating organization as it is registered with FastLane. The FastLane
Organization Search screen displays (Figure 3).

Reguired Fislds are preceded by an asterisk =)

* Drganizalion Nams:
(At least 3 letters)

Marquatte]

(&) Begins with
() Ends with

L) Contains

-fH Search Organization | cancel |

= -

Figure 3 FastLane Organization Search screen. The Search Organization
button is circled.

In the Organization Name box (Figure 3), type at least three letters of the
organization you are searching for.

5. Click the radio button for one of the following search criteria (Figure 3):
e Begins with returns all organizations whose name begins with the text
entered.
< Ends with returns all organizations whose name ends with the text entered.
e Contains returns all organizations whose name contains the text entered.
Click the Search Organization button (Figure 3). The FastLane Organization

Search Result screen displays (Figure 4) with a list of the organizations that
meet your search criteria.
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Required Fieids are preceded by an astensk (=)

5 orgameations faund

* Gulmct Oine Crganization Mams

Marquetie Electronics inc

(] Marguett= Elementary School
0 Marquette Ganeral Hospital
(= Marquette Uitmversity

n Marquette-Alger Intermedsate School Dastrict

Figure 4 FastLane Organization Search Result screen. The Select button is
circled.

7. Click the radio button next to an organization name to select an organization
(Figure 4).

8. Click the Select button (Figure 4). The Create LOI—Add/Edit Participating

Organization screen displays (Figure 5) with the name of the organization in the
Organization Name box.

Raguired Falds are preceded by an asherisk (=)

Program Solicitalion Information:

LOT 1D LOO15076L
Pregram Solicitalion e MSF 04807
Program Soblicitation Title:

Interagency Coportunites o Multi-Scale Modelng in Baomedical, Siclogical, and Behavicral Systems
Participating Organiration:

FagH ans (eganization Search

* Crganization Name:  [yoo o ol

} Bafyen 1o 1O Form

Existing Organizations

¥ yau have added new crganization sbave, ciick “Add te List” belore deleting existing crgarnization baiow. Data entared agove mill m
Ligt” is pressad,

Oeganization Mame Airtian

Meana Enbared ek

Figure 5 Create LOI—Add/Edit Participating Organization screen. The Add
to List button is circled.

9. Click the Add to List button (Figure 5). The Create LOI—Add/Edit
Participating Organization screen displays (Figure 6) with the name of the

organization listed in the Existing Organizations section. You now have the
option to delete the organization.
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Raguired faids sre precaded by an asterisi =)

Proqgram Solicitaton Information:

LDI IG:  LOO1S0764

Program Solecitation ID: WS O2-807
Program Solicitation Trtle; [nteragency Gpportunites in Mult-Scale Modalng im Biomedical, Bacfogical, and Behaworal Systems

Participating Organization:
A Eantlans Sroamizaticn Snarch

* Drganization Mame

Addd b Lisk 4 Balgrn to L] Faris

{Min of © reqwired for this LOJ, Meur of 5)

Existing Drganirations:

¥ you have sdded mew organizadanr sbove, oick “Add to List” before dedeting avisting organizedhan bafow. Oate enfered sbove wil 0
List™ is pressad,

1 Srganzation found
e aigatios Mame Adtion
Marguetts Uneersity [ Deimte )

Figure 6 Create LOI—Add/Edit Participating Organization screen. The

Delete button is circled.

Delete an Organization

On the Create LOI—Add/Edit Participating Organization screen (Eigure 6), in
the Existing Organizations section, click Delete on the row of the organization you
want to delete. The Create LOI—Add/Edit Participating Organization screen
displays (Figure 7) with the organization’s name removed from the Existing
Organizations section.

Create LO add ) Edit Participating Orga LLT]
Required Ralds ane preceded by an agtensk [=)
Program Solicitation Information:

LOT s LOGEF076L

Program Sclicitation I0:  N5SF D4-007
Program Solbkcitation Tile: Interagency Opportunies in Huli-Scale Modelrg i Biomedacai, Bmlogecad, and Behavioral Sysbams

Participating Organdzation
MO Fatlane Urgsmyplinn Sperh

* Grganazalicn Mame:

Addd ko List 4 Bturn o LI Faree
[#in of & raquined Far this L08, Max of 5]

Existing Drganizatiens

IF pou have addad new orpeninsiion shave, oick “Aod te [ist” before delating sxsting crganizaton elow. Dt entered abowe wilf no
List® i pressed.

Dingamination Mamn Autinn

Rons Emered Tt

Figure 7 Create LOI—Add/Edit Participating Organization screen with the

name of the organization no longer listed in the Existing Organizations

section.

See Step 3 Complete the Letter of Intent Form.
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Step 4 Process a New Letter of Intent

Step 4 Process a New Letter of Intent

There are three ways to process a newly created Letter of Intent:

e Save a new Letter of Intent
e Forward a new Letter of Intent to the SPO (Pl only)
e Submit a Letter of Intent (SPO only)

Letters of Intent
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Save a New Letter of Intent

1. Access the Create New LOI screen (Figure 1) and complete the Letter of Intent
form (see Complete the Letter of Intent Form).

Ridutrad Mulds dre procading By ant astaiak 0

Proggram Sallcitation Informatian

TGS

LOT Due Dater 030730005

Program Schicflakion 10: |
Progras Solicitation Titls;

LO1 10 K
* Project Tike:

e g

= Synopeis:
2,500 chaws)

il

Research o Desabelies Bfucetan {RDE

Poént of Contact for MSF Inguirkes

o e this User oF podel of cowtmot

Firat Fams; il

Hiddbe Enikial

Lakl Feime!

Tebephune Mussber: 70821000

Emai Address:

Project 11

* Fiest Bame
Hiddia Enitial:

® Lamt Hama:

-~ e

Sawn |~\l sabmil |
-t

U s (mlternate) nams 85 poind of comact

® Firsl Hasne:

Middle Initisl:

* Last Mame;

* Telephone Mumbser)

* Eennill Addeess

* Drgasdzation Mame;

Cancal

Figure 1 Create New LOI screen. The Save button is circled.

2. Click the Save button (Figure 1). The Confirmation LOI Saved screen displays
(Figure 2) with the message that the Letter of Intent is now saved. The Letter of
Intent is now listed in the LOI Work in Progress section of the Letters of
Intent screen on the Edit/View LOI tab (Figure 3). To work on the Letter of
Intent again, see Access Saved or Submitted Letters of Intent as a Pl or Access

Saved or Submitted Letters of Intent as an SPO.
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Thu Now 18 14:50:43 EST 2004
Thank you, the Letter of Intent has bean successiully saved.

LOT T LODL50763
Program Solicitation ID: NSF 04-610

Figure 2 Confirmation LOIl Saved screen.

Creain iven LOE Freee Progrem Selubeicn i Vimem LOE

& Egarch fer LDDs by any of e {oBasing:

Lo To: | T I.ﬂln-nﬁh.'f'-.'qllmwﬁmﬁ

- o I B S I} | ‘m e |

LA Wi b Proijress

i o the LOT 1D feup LOPOESOAL] do e o T wevrwinn of e (06 Chok o7 84 Progrsm Sodotedion (0 bk fag. WSF 549-001) to wew' 8 Program Sokctetion
l'n-wln!'l'rﬂ-r-hﬁ'}. Sord ransfy &y cicizep on oL Go.

10 Lt off Dt hiddl, Biiddaridi 110 10 1

LI dewsd mien Mo GEp]0 DOPET/2508  Sabrrited upw
LT Tees the Prapcs Tl REEDSEL  DOVETIINOE  Gabmanad ;
| LEDLICTEY . Prejac Tik [ ZE 51 LAETIIE0E Sevmd u:l::m:llndmltm]
LUEIIET  tearng ahargs 0 bR Bl HEEDREN  PWiaR  Babmansd ="

Figure 3 Letters of Intent screen on the Edit/View LOI tab. In the LOI
Work in Progress section, the newly saved Letter of Intent is circled.

See also:

Forward a New Letter of Intent to the SPO
Submit a New Letter of Letter
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Forward a New Letter of Intent to the SPO

Only the PI has the option to forward a Letter of Intent to the SPO.

1. Access the Create New LOI screen (Figure 1) and complete the Letter of Intent

form (see Complete the Letter of Intent Form).
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TOXPA21030
aniphamanBnsf goy

Diwision of Infonmation Sysems

' Use this {alernate) mane as podat of comact
® Firsk Nama:
Middbe Indtial:
= mal A
* Tedephone Mumber:
* Email Address:

* Deparinant:

Project PL:

" FrE Mgamies
Hisddie Inikini:
® Last Hame

Almr
a

Alpamen

* Dwganization Mamse  HSF

Other Senkor Projoct Personnal:

1 Parson fpwnd

Jackmar, lack

Add § Edit Parsonnal |

[*n of @ regiered for this LOL Hew of 5]

Figure 1 Create LOI screen
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2. Click the Forward to SPO button (Figure 1). The Confirm LOI screen displays

(Figure 2) with a message for you to confirm that you want to forward the Letter
of Intent to NSF.

Raquired Flaids v praceged by an agharmsi (7]

ARE YO SIBRE?

Clng "Formand ta SPO" sgar wil forwsard this LOT fo your Sponecred Proped Office [P0,
Sl "Carcal” ba Feturn ta the srevitu stien.

\_ Forward o 5P0 Cancel |
'H.\_‘_‘_._._,.l-l'

-

Program Salicitation Liiormaton:

LOT D Diake
Program Solicitstssn 10:

L ]

Prograss Solsciation Tithe:  [etersgency Oppoetunties i Mult-Scale Modeling i Bamesical Sakagical, snd Seravarsl Systms

Project Information:

Lorio:
= Project Titke!

* Eynnpsis;
(v 3,500 chars)

Drgantzaticnal Abributs;

Wrile as WSF devision, MIH
imstibute. MASA or DOE For
thee primary assigament
{mas 255 chars]

Write am KSF devision, HIH
imsbilule, MASA or DOE for
the secondary ansigament
i I55 chars]

Write the program sdficer
whoe has pxpresced infenssi
in the project

i 222 shra)

LODESOTEL
Trpe the Projex Tale rere.
Trps the synapss bare.

Academic Ingtitaticos (ool legee, universitis]

Trpe hive.

Tres here.

Tima here

Palnt of Contact for NSF Enquiries:

D i1 this usar 55 poinl of comlsel

First Hame:
Hiddle Tnitial

Lawt Masme:
Telephome Number:
Ermesil Addreas;
Depsrtment)

alae

Alpramae
FOIZEIL000
sl phamsneet. goy

Driisan of [aformation Sysems

® Firsl Manme:

Middis Iniiak

® Ladl Maimes

* Telephone Mumber
* pamail Addreas

= Departmsent:

Project L

* First Mammn;
Hiddle Initial:

* Lawt Mamn:

Al
A

Alphamee

her Sendor Project Personmped;

t Pmreen fousd

" Dirgandration Hame:s  A5T

Pacticipating Organizations

1 Grpan iestan found

Wil Wi tiey sz mlin Ramms
Jackivian, Saek

Mirguite Lnlversity

Figure 2 Confirm LOI screen. The Forward to SPO button is circled.

3. Click the Forward to SPO button (Figure 2). The Confirmation LOI

Forwarded to SPO screen displays (Figure 3) with the message that the Letter
of Intent has been forwarded to the SPO.
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Thu Mow 18 05:42:48 EST 2004

Thank you, the Letter of Intent has been successfully forwarded te your SPO.

LOL ID: LOO150761
Program Solicitation I0: N5F 04-507

4 Edit LOI List Page

Figure 3 Confirmation LOI Forwarded to SPO screen.
See also:

e Save a New Letter of Intent
e Submit a New Letter of Letter
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Submit a New Letter of Intent

An SPO may submit any Letter of Intent.

A Pl may directly submit Letters of Intent for certain types of solicitations. If a Pl can
submit a Letter of Intent, the Submit to NSF button displays, rather than the
Forward to SPO button, on the Create New LOI screen.

1. Access the Create New LOI screen (Figure 1) and complete the Letter of Intent
form (see Complete the Letter of Intent Form).

Raguirad Fisidc ara pracsded by an soterek (7

Program Sollciiation Inforneation

LOL D Diabes  DAOT2I0E

Program Solicitabion B H2F 040
Program Solichatien Tike  Ressech o Doslidves Edudetos (RDE

Froject Information
LD BDe W2
* Project Tibe | projest T

D SnopEie s nopes
i S0 e

Poind af Contack for NSF Inguiries:
= Ui s ses o povt of costact s fies [altermete | name as point of contect
Pirsk Hames  &lan * First Name

Hiddie [nitiak Hiddle Initial

Ll Waribg: B NaTA

Tebephones Humbss 7070

* Last Nems:

* Telephone Mumber:

tmail Address:  salchaman@-af gov

* Email Address
Project FI
* Firsl Mames | Lo * Organicstion Mame: WGP
Hiddie [nitiak
* Lokl Wamees | Aphams
Saux {/!uhmll | Camenl |

Figure 1 Create New LOI screen. The Submit button is circled.
2. Click the Submit button (Figure 1). The Confirm LOI screen displays (Figure 2)
with a message for you to confirm that you want to submit the Letter of Intent to
NSF.
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Confirmm LOT

Reguired Fields are preceded by an asterisk (™)

ARE YOU SUREY

Clickmng “Submit” sgain will submit this LOI te N5F.
Click "Cancel” to return to the previous screen

(ot ) _canest |
y —

Program Solicitation Information:

LOI Due Date:  02/07/2005
Program Solicitation 10;  NSF 04-510
Program Solicitation Title: Research in Disabilities Education (ROE}

Project Information:

LOTID: WA
* Project Title! Type the Project Title.

* Synopsis: Type a synopsis of the project here.
{max 2,500 chars)

Point of Contact for NSF Inquiries:

B use this user as point of contact

First Name:  Alan * First Name:
Middle Initiak Middle Tnitial:
Last Name: alpheman * Last Name:
Telephone Number: 7032321000 * Telephone Number:
Email Address: sslphaman@nsl.gav * Email Address:
Project PI:
* First Name: lack * Organization Name: HSF

Middle Inthial: =2

* Last Name! Alphaman

Figure 2 Confirm LOI screen. The Submit button is circled.
3. Click the Submit button (Figure 2). The Confirmation LOIl Submitted to NSF

screen displays (Figure 3) with the message that the Letter of Intent has been
submitted.
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Thu Nov 18 DB:59:38 EST 2004
Thank you, the Letter of Intent has been successfully submitted to NSF.

LOT ID: LOO15076D
Program Solicitation ID: NSF 0£-610

Figure 3 Confirmation LOI Submitted to NSF screen.
See also:

e Save a New Letter of Intent
e Forward a New Letter of Intent to the SPO
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Work on Saved and Submitted Letters of Intent
Work on Saved and Submitted Letters of Intent

You have these options in working on saved and submitted Letters of Intent:
e Search for Letters of Intent
e View Letters of Intent
= View a Program Solicitation for a Letter of Intent
- Edit a Letter of Intent
e Forward a Letter of Intent to the SPO (PI only)
e Submit a Letter of Intent to NSF (SPO only)
e Return a Letter of Intent to the PI (SPO only)
« Delete a Letter of Intent

See Access Saved and Submitted Letters of Intent as a Pl or Access Saved and
Submitted Letters of Intent as an SPO to begin working.
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Access Saved and Submitted Letters of Intent

Access Saved and Submitted Letters of Intent

Access saved and submitted Letters of Intent by role:
= AsaPl
= As an SPO
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Access Saved or Submitted Letters of Intent as a Pl

1. On the FastLane Home Page screen, log in as a Pl to Proposals, Status, and
Awards (see P1/Co-Pl Login). The Principal Investigator (P1)/Co-Principal
Investigator (Co-Pl) Management screen displays (Figure 1).

Principal Investigator(Pl)/Co-Principal
Investigator(Co-Pl) Management

What Do You Want To Work On?

" @ Proposal Functir

ns )

- —_—

Q Awvard And Reporting Functions

Q@ Change Pl Information

Figure 1 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management screen. The Proposal Functions link is circled.

. Click Proposal Functions (Figure 1). The Principal Investigator (P1)/Co-

Principal Investigator (Co-Pl) Management Proposal Functions screen
displays (Figure 2).

Principal Investigator(Pl)/Co-Principal
Investigator(Co-Pl) Management

Proposal Functions

(" O Letters of Intent )

©Q Proposal Preparation
© Proposal Status

Q lisplay Heference Status

Q@ Hevise Submitted Propasal
Budget

Q Proposal File Update

Figure 2 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management Proposal Functions screen. The Letters of Intent link is circled.

3. Click Letters of Intent (Figure 2). The Letters of Intent screen displays on the
Create New LOI from Solicitation tab (Figure 3).
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Letters of Inbenk | mw » Drgesiratioe: Hazens Soerce Poasdabas
Lrnaks hew L2 am Fraoaram §ekskaban LT B e LD =
li\.?'llur:! tar Frogram Salicitati by any of the

mrgraie Salekatig e D LT D Dot by serge fmmstdierpy |

Fragram Sekmizion T Lt B ™ e search | Wiemail |
AEYF O e AT i

Frgpm Franans ST e G4 DhOTE I EVEEIE § S EOaan (5. LOM 0 St ROy A Fragren FoSaaneans Aar Swhadisg A Tag 5 A0S o i
PRI o 13 ek g, MR D500 | B0 pee F AT SR (ST & S A S el LD I, 5T AT [ g (v PR o Ton D

£ Frogram Sshotetorn faurd, dmpismeg 1 io £ 1

o A T s ol s (s LU L Wil Bl Ll L LAEL B B

Bpsearch i Ssebiae s Blgpaion (RGED VORI Desmorie Tar Eoussian B e £
EaLaioes

Figure 3 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. The Edit/View LOI tab is circled.

4. Click the Edit/View LOI tab (Figure 3). The Letters of Intent screen displays
on the Edit/View LOI tab (Figure 4). You have these options, depending upon
the status of the Letter of Intent:

e Search for Letters of Intent
e Edit a Letter of Intent
Forward a Letter of Intent to the SPO or Submit a Letter of Intent to NSF

e View a Letter of Intent in HTML format
« View a Letter of Intent in PDF format

« View a Program Solicitation for a Letter of Intent
e Delete a Letter of Intent
(Click on any link above to see instructions for that action.)

Letbers of Intenk | sap » DFganizatisni Mysiensl Eoisos Foaniws

Ermale Fore LITT fraes Prosgrann Sakaiba b Edit{Yigm LOT

Ve grch Tor RiiEE By vy ol Bt ol

4051 1D A i Do b e Losos i I
Fre ™ "o
L1 Tt e 5| e = Som | iew All
T -
(0 0 (g COP R0 30 s e VTN i of Dot L7, C50H o0 ri Frogemen Sodermsnon 1) frd fang. AF 0001 [ 30 popee @ Erogranns Sodommoan

b o b G
[Opend & Ao Srosdar Bindow L Sorf ot b cholng on e cosunon Do

T Latiwrs of [ntest foard, dopleneg 140 7

L Ll s B e bbb gy 000 Actes
duwnd » bert Har [RAT2A0S Susrzdted
B oA R ) ubarit a5 Rl HEE =50 PN Ruymaed
1 smsbag ciangs amg WAF [ [ PRrS T Sas=d Bebd | Parvard | Cabwin | fieeE
L B | A L] Bahmired Hodlax
by bamresn Sarweard L1/LE Ferasrdsd ik | iig |
8 Tedl LOD for DLS20BTY b idied LL
MEST 4570 saribcation WAl fogTe TELEST Sasad 11

Figure 4 Letters of Intent screen on the Edit/View LOI tab.

See also:
e Search for Saved and Submitted Letters of Intent
¢ View Saved and Submitted Letters of Intent
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Access Saved or Submitted Letters of Intent as an SPO

1.

40

On the FastLane Home Page screen, log in to Research Administration (see
SPO Login). The Research Administration screen displays (Figure 1).

Research Administration
 Karssch Admiinmitr ation funstior hationa Scimnce Foundasbon

_Accoiinls Mahagement

Letters of Intent ¢

i-‘r-u_pus u!s?‘;‘u ﬁa!e ments/File Updates MWithdravwals
Awrarid Letters

Forwarded/Submitted Revised Budgets
Motifications & Requests

Organizational Reports

Project Reports

Authorized Organizational Representative Functions

Figure 1 Research Administration screen. The Letters of Intent link is
circled.

Click Letters of Intent (Figure 1). The Letters of Intent screen displays on the
Edit/View LOI tab (Figure 2). You have these options on this screen:
e Search for Letters of Intent

e Edit a Letter of Intent

e Submit a Letter of Intent to NSF

e Return a Letter of Intent to the Pl

e View a Letter of Intent in HTML format

 View a Letter of Intent in PDF format

« View a Program Solicitation for a Letter of Intent

e Delete a Letter of Intent

(Click on any link above to see instructions for that action.)
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LHHH ﬂfm | Iﬂhl ¥ Dz ation Rubarsl Ssun Foundatn

| Ermstm hesm Py — Powull [rr——— | E_-t;ﬂll-:g_yjj- i

) Search for LM by any of the following:

Lt Du Dake by renge (rmodipye]
= ¥ = Bearch View AR

Lo 10
08 T g 4]
b Trasa = Frajmct 71 Last Nams:

7k iry Provress

LI W i
okt oy b DO A0 e AOSORNG0E | i whew o WTAL wersion of the L0V fl-rlrunv‘-t-ﬁw\-jram Sokcgtation 10 Ane (o MR 000000 ro e 8 Program Sokcfanon
fopans a new browser window ). Sort rerate by ciobng on She cotumn S,

1

¥ ueteis af Bstant Fausd, isplaping 1o 7
EEarn
Lo aR L0 itk PuatPl  Sehctagon ML LA0 Actiens
]

LUDLEITNG  david & bk L, it MEF 10 SAANEI0E Subimtted i e PO
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LODLEQTSES tethng changs org Batwr, manne  PEES S-R07 592 3004 e B | Gubmmn | Oelets | ¥es SO0
LOCLEGTET  dmak et tmak MEE S=.507 @A2II04  Suhmried Koy PLE

Figure 2 Letters of Intent screen on the Edit/View LOI tab

See also:
Search for Saved and Submitted Letters of Intent

View Saved and Submitted Letters of Intent
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Search for Saved and Submitted Letters of Intent

Search for Saved and Submitted Letters of Intent

Search for saved and submitted Letters of Intent by role:
e AsaPl
= As an SPO
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Search for Letters of Intent as a PI

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see
Access Saved or Submitted Letters of Intent as Pl).

Letteis of Intank | wiu & Dergars|xakinn: fwinnal Eosnce Foardata

it Fomst WADVE Frosims Prcegavars ot batiass Edit¥ies LT

A wearch Tar LOES by ang o the Tallasing

Ll 0L Do Bate By range (amdddiwne )

from: B =4 e R

i

Lal Tde

VOF Sranas  TATARDeE o arPa ¥

Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Search
button is circled.

2. In the Search for LOIs section (Figure 1), you can search for Letters of Intent
by any one or a combination of the following:
- Letter of Intent ID
In the LOI 1D box (Figure 1), type the Letter of Intent ID.
- Letter of Intent Title
In the LOI Title box (Figure 1), type the Letter of Intent title.
= LOI Status
Select the status you want to search for from the drop-down list (Figure 1).
e Letter of Intent Due Date Range
In the From box (Figure 1), type the start date for the date range.
In the To box (Figure 1), type the end date for the date range.
3. Click the Search button (Figure 1). The Letters of Intent screen displays on the
Edit/View LOI tab (Figure 2) with the results of your search in the LOI Work
in Progress section.

Letters of Intent | pun » Orpasscatinn Myt S0 enee Frumosto

Lirmabe Fraes LETL Tromrss empriants bt Matias EdiLiWiem L1

Faearch Tar LOLE by sap of the follewing:

AL VI Dot Dot g reaes Troemi i i
{01 Ttk i 2 i EH smarch | Veews all |

Lio2 Shatun: - Farsarded ba 590 W

e e o, SR 0GIT ) R0 e & WTOL waraion off i Loy OOl o ey Sy SoBaedion JO0 i @, 0 AEE RE-000 1 B0 s 5 Frosmm Sishatas
fopenn o now T windor ) Tot rosals by sk g o B colunn sl

[ Ldtnr of Di

= Program LIFL D _
RELID LI [ e T Tatn LD Nhatun L

i Alphsman farsard Bi5i6 [Tt 1 Fearreariis @ i s |

Figure 2 Letters of Intent screen on the Edit/View LOI tab with the search
results in the LOI Work in Progress section.

See also View Saved and Submitted Letters of Intent.

43



pd_letters_of intent

Search for Letters of Intent as an SPO

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see
Access Saved or Submitted Letters of Intent as SPO).

Latters of Intenk | wam » Dheganization: Hstons Scenge Foustatio

Crmstm Sam LT Frem Progrem Sclests bon EditYipm L0

_ﬁ'iulwh fer LKy hy sny of the follawming:

Lol 1o LB Dum Duabe by resge [mryisdde ey | ) )
r ) ; -
LT, 3 = v = ) ¥iowah
- P i Pl 3
Lot Strhys: | [oowanded i e ik Lt eame

Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Search
button is circled.

2. In the Search for LOIs section (Figure 1), you can search for Letters of Intent
by any one or a combination of the following:
- Letter of Intent ID
In the LOI ID box (Figure 1), type the Letter of Intent ID.
* Letter of Intent Title
In the LOI Title box (Figure 1), type the Letter of Intent title.
= LOI Status
Select the status you want to search for from the drop-down list (Figure 1).
- Letter of Intent Due Date Range
In the From box (Figure 1), type the start date for the date range.
In the To box (Figure 1), type the end date for the date range.
e Project Pl Last Name
In the Project Pl Last Name box (Figure 1), type the last name of the PI
who forwarded the Letter of Intent.
3. Click the Search button (Figure 1). The Letters of Intent screen displays on the

Edit/View LOI tab (Figure 2) with the results of your search in the LOl Work
in Progress section.

Letters of Tnbent | many » Owpanization! Hatanal Soencs Fontsar

Cramis row LOT fom Progeaem Solicitatisn it Tepw LT

JGearch Tar LOLS by aoy of the Tellesing:

LAl I L] Coder Derte by rang e GoomARE Y iy rl
LT Tils o ..,."_'I Ta =H srarch | View AN |
L1 Bratizst | Ferwarded o SPO [ Frogact P Last Nama:
bk v B LW D fe g, L0000 ) fo wimer @ NTHT werrion of dhe L0V, Sick on the Progrem Sotobetion 00 Aot (m.g. 4 050 fo s B Program Solcsafion
Ciierd o P O 5D 4 N0 0T W of b LS, 2 ' [ T -0 Proy T
(opess & rew browidr wiadow). on! sepul By ool oo the ool T
L Lester of Traent tound i
Progrem i
T8 LD By Priact P ey e ey -

i Alphamas fnasd BLA6 Alphaman Flad-&07 (220000 Fareanded Edt | B
B

Figure 2 Letters of Intent screen on the Edit/View LOI tab with the search
results in the LOI Work in Progress section.
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See also View Saved and Submitted Letters of Intent.
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View Saved and Submitted Letters of Intent

View Saved and Submitted Letters of Intent

There are three ways to view Letters of Intent:
« View all Letters of Intent
e View a Letter of Intent in HTML format
e View a Letter of Intent in PDF format

See also Search for Saved and Submitted Letters of Intent
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View All Letters of Intent

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see
Access Saved or Submitted Letters of Intent as a Pl or Access Saved or
Submitted Letters of Intent as an SPO).

Lekters of Imteant | mam » OFganizations Menonal Gerence Fran dab

b Hes LOE B P Solictation Efit inm L]

Fi Search for LOLs by amy of the Telloming:

LG 1Dy 10T Dus Ciats by rangs (mmdadirprh B

Fram :-'-“-'l Ta ___;'.:i Smarch { Wiew Al

L0l T e

LOE Statan: | Hofm L

Figure 1 Letters of Intent screen on the Edit/View LOI tab. The View All
button is circled.

2. Click the View All button (Figure 1). The Letters of Intent screen displays on
the Edit/View LOI tab (Figure 2) with a full listing of all Letters of Intent in the
LOI Work in Progress section:
= For the PI, all Letters of Intent created by the PI, including Letters of Intent

that have been forwarded to the SPO or submitted to NSF
« For the SPO, all Letters of Intent created by the SPQO’s organization

Latters of Intent | wam » Drganizabinng Hahonal Sopncs Fundata

Lrmabs fagvs L0 b Program Selicrigtum s Yimw LI

& Search Tee LOES by any of the follawieg

Lo 1o L0 Due Dae by range (romdaires
Lot THs Fros - | Te =4 Sparch | View AN
LOL Seabue: Moo -
Gk o tihe L0V T fo.p, COBRICUOLY S0 whear & WML wermion of the LOV. CRoi on e Froprm Sodcrston I fnk o, ALC04-001 ] 40 swme 5 Program Sokptaton

[opay a mew Browner windowr). Soof rencts by ctoiing on the coduon tte

¥ Lemers of Intent Townd, Sispdapmg 1w F 1

LA L Tikn R o e L o EETT T Actiun
dawid & taik i ONUM2008 Schrmitied
neshing changs oeg subrt as #] 05000 Sohmittes
beghine chengs oy I ELAI0E Savad Egit | Farwa

tant REF D4-E5T DRZ2A2004  Sohrithed
[R11a AR Sptaman fsrrard 13,718 HaF g4 oWIasa00s  Farsarded dE | Ol
WOIEiEGTas  Test LG for DESL0RIE KSF 05-5: 10MaA200a  Swbmithed
MEF D57 varficaan KSF (457 LEDS 200 Py i | Submit | Dalete | v

Figure 2 Letters of Intent screen on the Edit/View tab with a full listing of
all Letters of Intent.

See also:
e View a Letter of Intent in HTML Format
e View a Letter of Intent in PDF Format
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View a Letter of Intent in HTML Format

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see
Access Saved or Submitted Letters of Intent as a Pl or Access Saved or
Submitted Letters of Intent as an SPO).

Letters of Intent | v ¢ Crganizate: s Soence Flirdsbon

Crmabs M LOE frsm Frogram Sohctsbss Edity Wies L0]
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LE 10 L] Boe Buie By rarge {mmy ‘A
Fra Tt i
Lol TEE di a.i‘j - = | Search | wiew Al |
LOI Statisn | Mene w
cioly gn the LT 10 (eq LODPIPODLS o wiewr @ WTHAL wersion of the LOT, Chok on phe Program Splomaien TD Bk (ag MEF M-001) [ vese @ Fropram SoAcation
{opens & sew Browser window). Soct remks by chokng oo B cokemes St
LD wetnk s of Brbent fousd, deplayitg 100 10 |
" Pruaram L D = .
IDJ...-I'J LELL Titks Sabciiatizs 10 Caake Lk FhaLas LD
A & Lest {F ga-81 0NN Sebwened
Twpe tha Projact TiHa £ DHOTI0NS  Bebmitied

Figure 1 Letters of Intent screen on the Edit/View LOI tab. The LOI ID
number is circled for a Letter of Intent.

2. In the LOI Work in Progress section (Figure 1), click the LOI ID number on the
row for the Letter of Intent that you want to view in HTML format. The Letter of
Intent displays (Figure 2).
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Figure 2

See also:
e View All Letters of

® Organizaticn Memec  GEstedu

Screen with the Letter of Intent displayed.

Intent

e View a Letter of Intent in PDF Format
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View a Letter of Intent in PDF Format

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see
Access Saved or Submitted Letters of Intent as a Pl or Access Saved or
Submitted Letters of Intent as an SPO).
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Figure 1 Letters of Intent screen on the Edit/View tab. The View PDF link is
circled for a Letter of Intent.

2. Click View PDF on the row for the Letter of Intent whose PDF you want to view
(Figure 1). A new screen displays with the Letter of Intent in PDF format.
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Figure 2 Screen with the Letter of Intent in PDF format.

3. Click the browser back button to return to the Letters of Intent screen on the
Edit/View LOI tab (Figure 1).

Note: If you need Adobe Reader to read the PDF file, click Adobe Acrobat Reader
at the bottom of the Letters of Intent screen (Figure 3).
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Figure 3 Letters of Intent screen on the Edit/View LOI tab. The Adobe
Acrobat Reader link is circled.

See also:

e View All Letters of Intent
e View a Letter of Intent in HTML Format
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View the Program Solicitation for a Letter of Intent

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see
Access Saved or Submitted Letters of Intent as a Pl or Access Saved or
Submitted Letters of Intent as an SPO).

Letters of Intent | Man » Drganizatinm Atk Soiencs Fondsion
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Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Program
Solicitation ID is circled for a Letter of Intent.

2. In the LOI in Progress section, click the Program Solicitation ID in the row for
the Letter of Intent that you want to view the program solicitation for (Figure 1).
The link for the solicitation displays in a new window (Figure 2).
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Figure 2 Program Solicitation link (circled) in a new window

3. In the new window, click the title of the solicitation (Figure 2). The solicitation
displays in PDF format (Figure 3). (You can also click the link for the HTML or the
text version to view the solicitation in either of those formats.)
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Figure 3 Text of the solicitation in the new window.

Note: If you need Adobe Reader to read the PDF file, click Adobe Acrobat Reader
at the bottom of the Letters of Intent screen (Figure 4).
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Figure 4 Letters of Intent screen on the Edit/View LOI tab. The Adobe
Acrobat Reader link is circled.

See also:

Edit a Saved Letter of Intent

Forward a Saved Letter of Intent to the SPO
Submit a Letter of Intent to NSF

Return a Letter of Intent to the PI

Delete a Letter of Intent

53



pd_letters_of intent

Edit a Saved Letter of Intent

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see
Access Saved or Submitted Letters of Intent as a Pl or Access Saved or
Submitted Letters of Intent as an SPO).
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Figure 1 Letters of Intent screen on the Edit/View LOI. The Edit link is
circled.

2. Click Edit (Figure 1) on the row for the Letter of Intent that you want to edit. The

Edit LOI screen displays (Figure 2), and you can change any of the fields in the
following steps.
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Figure 2 Edit LOI screen.

In the Project Information section, in the Project Title box (Figure 2), type

the Project Title of the Letter of Intent.

In the Synopsis box (Figure 2), type or copy and paste a synopsis of the

proposed project.

From the Organizational Attribute drop-down list (Figure 2), choose the

organizational attribute (optional).

Type messages to any or all of the following (Figure 2):

« NSF division, NIH Institute, NASA, or DOE for the primary assignment
(optional)
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e NSF division, NIH Institute, NASA, or DOE for the second assignment
(optional)
« The Program Officer who has expressed interest in the project (optional)

7. In the Point of Contact for NSF Inquiries section (Figure 2), click the radio
button for either of the following:
= Use this user as point of contact (individual’s information is displayed already)

Use (alternate) name as point of contact

f you use the alternate point of contact:

« In the First Name box (Figure 2), type the alternate’s first name.
< In the Middle Initial box (Figure 2), type the alternate’s middle initial
(optional).
« In the Last Name box (Figure 2), type the alternate’s last name.
< In the Telephone Number box (Figure 2), type the alternate’s telephone
number.
< In the Email Address box (Figure 2), type the alternate’s email address.
9. In the Project PI section (Figure 2), type the following:
« In the First Name box, type the PI’s first name.
In the Middle Initial box, type the PI's middle initial (optional).
In the Last Name box, type the PI's last name.
« In the Organization box, type the name of your organization.

10. In the Other Senior Project Personnel section (Figure 2), if you need to
change information on Senior Personnel or add or delete Senior Personnel, click
the Add/Edit Personnel button. See Add/Edit Personnel for instructions.

11. In the Participating Organizations section (Figure 2), if you need to add or
delete participating organizations, click the Add/Edit Organizations button.
See Add/Edit Organizations for instructions.

®

See also:

View the Program Solicitation for a Letter of Intent
Forward a Saved Letter of Intent to the SPO
Submit a Letter of Intent to NSF

Return a Letter of Intent to the PI

Delete a Letter of Intent
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Forward a Saved Letter of Intent to the SPO

Only a Pl may forward a Letter of Intent to the SPO.

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see
Access Saved or Submitted Letters of Intent as a Pl).
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Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Forward
link is circled.

2. In the LOI Work in Progress section (Figure 1), click Forward on the row for
the Letter of Intent that you want to forward to the SPO. The Confirm LOI
screen displays (Figure 2) with a message for you to confirm that you want to
forward the Letter of Intent to the SPO.
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Figure 2 Confirm LOI screen with the message for you to confirm that you
want to forward the Letter of Intent to the SPO. The Forward to SPO button

3. Click the Forward to SPO button (Figure 2). The Confirmation LOI Forwarded
to SPO screen displays (Figure 3) with the message that the Letter of Intent has
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is circled.

been forwarded to the SPO.
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CONFIRMATION
LO1 FORWARDED TO SPO

Thu Mo 18 14:48;:12 EST 2004
Thank you, the Letter of Intent has been successfully formarded to vour SPO,

LOT TD: LOO150763
Program Solicitation ID: NSF 04-507

4 Croate New LOT from Program Solicitation List Page
4 Edit LOI List Page

Figure 3 Confirmation LOI Forwarded to SPO screen.

See also:

View the Program Solicitation for a Letter of Intent
Edit a Saved Letter of Intent

Submit a Letter of Intent to NSF

Return a Letter of Intent to the PI

Delete a Letter of Intent

59



pd_letters_of intent

Submit a Letter of Intent to NSF

A Pl may submit certain types of Letters of Intent to NSF directly.
An SPO may submit any Letter of Intent.
1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see

Access Saved or Submitted Letters of Intent as a Pl or Access Saved or
Submitted Letters of Intent as an SPO).
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Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Submit link
is circled.

2. In the LOI Work in Progress section (Figure 1), click Submit on the row for the
Letter of Intent you want to submit. The Confirm LOI screen displays (Figure 2)
with the message for you to confirm that you want to submit the Letter of Intent.
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Figure 2 Confirm LOI screen with a message for you to confirm that you

want to submit the Letter of Intent to NSF.

3. Click the Submit button (Figure 2). The Confirmation LOl Submitted to NSF

screen displays (Figure 3) with the message that the Letter of Intent has been
submitted.
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CONFIRMATION
LOI SUBMITTED TO NSF

Thu Mow 18 14:24:09 EST 2004
Thank you, the Letter of Intent has been successfully submitted to NSF,

LOT ID: LO0150752
Program Solicitation ID: NSF 04-507

4 Create New LOI from Program Solicitation List Page

4 Edit LOI List Page

Figure 3 Confirmation LOI Submitted to NSF screen.

See also:

View the Program Solicitation for a Letter of Intent
Edit a Saved Letter of Intent

Forward a Saved Letter of Intent to the SPO
Return a Letter of Intent to the PI

Delete a Letter of Intent
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Return a Letter of Intent to the PI

Only an SPO may return a Letter of Intent to the PI.

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see
Access Saved or Submitted Letters of Intent as an SPO).
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Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Return link
is circled.

2. In the LOI Work in Progress section (Figure 1), click Return on the row for the
Letter of Intent that you want to return to the Pl. The Confirm LOI screen
displays (Figure 2) with a message for you to confirm that you want to return the
Letter of Intent to the PI.
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Figure 2 Confirm LOI screen with the message for you to confirm that you
want to return the Letter of Intent to the PIl. The Return to Pl button is
circled.

3. In the Comments for PI box (Figure 2), type a note to the Pl on why you are
returning the Letter of Intent (optional).
4. Click the Return to PI button (Figure 2). The Confirmation LOIl Returned to

P1 screen displays (Figure 3) with the message that the Letter of Intent has been
returned.
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Figure 3 Confirmation LOI Returned to Pl screen.

See also:

View the Program Solicitation for a Letter of Intent
Edit a Saved Letter of Intent

Forward a Saved Letter of Intent to the SPO
Submit a Letter of Intent to NSF

Delete a Letter of Intent
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Delete a Letter of Intent

An SPO may only delete a Letter of Intent that the SPO has created. An SPO cannot

delete a Letter of Intent a Pl has created.

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see

Access Saved or Submitted Letters of Intent as a Pl or Access Saved or
Submitted Letters of Intent as an SPO).
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Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Delete link

is circled.

Click Delete (Figure 1) on the row for the Letter of Intent that you want to

delete. The Confirm LOI screen displays (Figure 2) with a message for you to

confirm that you want to delete the Letter of Intent.
Click the Delete button (Figure 2). The Letter of Intent is deleted, and the
Letters of Intent screen displays on the Edit/View LOI tab.
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Figure 2 Confirm LOI screen with a message for you to confirm that you
want to delete the Letter of Intent. The Delete button is circled.

See also:

View the Program Solicitation for a Letter of Intent
Edit a Saved Letter of Intent

Forward a Saved Letter of Intent to the SPO
Submit a Letter of Intent to NSF

Return a Letter of Intent to the PI
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